307.104

Subpart 307.1—Acquisition
Planning

307.104 General procedures.

(d) Each contracting activity shall
prepare an Annual Acquisition Plan
(AAP). The AAP is a macro plan, con-
taining a list of anticipated contract
actions over the simplified acquisition
threshold and their associated funding,
as well as the aggregate planned dol-
lars for simplified acquisitions by quar-
ter, developed for each fiscal year. The
AAP shall conform to reasonable budg-
et expectations and shall be reviewed
at least quarterly and modified as ap-
propriate. The chief of the contracting
office (CCO) shall obtain this informa-
tion from the program planning/budget
office of the contracting activity and
use the AAP to provide necessary re-
ports and monitor the workload of the
contracting office. For contract ac-
tions, the plan shall contain, at a min-
imum:

(1) A brief description (descriptive
title, perhaps one or two sentences if
necessary);

(2) Estimated award amount;

(3) Requested award date;

(4) Name and phone number of con-
tact person (usually the project offi-
cer);

(5) Other information required for
OPDIV needs.

(e) Once the AAP is obtained, the
contracting officer/contract specialist
shall initiate discussions with the as-
signed project officer for each planned
negotiated acquisition over $100,000 ex-
cept for:

(1) Acquisitions made under inter-
agency agreements, and

(2) Contract modifications which ex-
ercise options, make changes author-
ized by the Changes clause, or add
funds to an incrementally funded con-
tract. (The HCA may prescribe proce-
dures for contract actions not covered
by this subpart.)

(f) The purpose of the discussions be-
tween the contracting and project offi-
cers is to develop an individual acquisi-
tion planning schedule and to address
the things that will need to be covered
in the request for contract (RFC), in-
cluding clearances, acquisition strat-
egy, sources, etc. The project officer
must either have a statement of work
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(SOW) ready at this time or must dis-
cuss in more detail the nature of the
services/supplies that will be required.

(g) Standard lead-times for proc-
essing various types of acquisitions and
deadlines for submission of acceptable
RFCs (that is, RFCs which include all
required elements such as clearances,
funding documents, and an acceptable
SOW) for award in a given fiscal year
shall be established by the HCA or des-
ignee not lower than the CCO.

(h) The outcome of the discussions
referenced in paragraph (f) of this sec-
tion between the project officer and the
contracting officer/contracting spe-
cialist will be an agreement concerning
the dates of significant transaction-
specific acquisition milestones, includ-
ing the date of submission of the RFC
to the contracting officer. This mile-
stone schedule document will be pre-
pared with those dates and will be
signed by the project officer and the
contracting officer. The milestones
cannot be revised except by mutual
agreement of these same individuals. If
the planning schedule indicates the
need to obtain approval of a Justifica-
tion for Other than Full and Open Com-
petition, the CCO must sign the mile-
stone agreement. This document shall
be retained in the contract file. All
other considerations that will affect
the acquisition (technical, business,
management) shall be addressed in the
RFC (see 307.71).

307.105 Contents of written acquisi-
tion plans.

The written acquisition plan required
by FAR 7.105 must be contained in the
request for contract, as specified in
subpart 307.71, and is the final product
of the planning process.

307.170 Program
ments.

(i) All program personnel selected to
serve as project officers for HHS con-
tracts shall have successfully com-
pleted either the Department’s appro-
priate ‘“‘Basic Project Officer’” course,
or an equivalent course (see paragraph
(c) of this section).

(b) At least fifty percent of the HHS
program personnel performing the
function of technical proposal eval-
uator on a technical evaluation team

training require-
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or panel for any competitively solic-
ited HHS contract shall have success-
fully completed the appropriate ‘‘Basic
Project Officer’” course, or an equiva-
lent course (see paragraph (c) of this
section). This requirement applies to
the initial technical proposal evalua-
tion and any subsequent technical
evaluations that may be required.

(c) Determination of course equiva-
lency shall be made by the HCA (not
delegable) of the cognizant contracting
activity. The contracting officer is re-
sponsible for ensuring that the project
officer and technical proposal eval-
uators have successfully completed the
required training discussed in 307.170-2.

307.170-1 Policy exceptions.

In the event there is an urgent re-
quirement for a specific individual to
serve as a project officer and that indi-
vidual has not successfully completed
the prerequisite training course, the
HCA (not delegable) may waive the
training requirement and authorize the
individual to perform the project du-
ties, provided that:

(a) The individual first meets with
the cognizant contracting officer to re-
view the DHHS Project Officers’ Con-
tracting Handbook,”” and to discuss the
important aspects of the contracting—
program office relationship as appro-
priate to the circumstances; and

(b) The individual attends the next

scheduled and appropriate ‘‘Basic
Project Officer’ course.
307.170-2 Training course pre-

requisites.

(a) Project officers. (1) Newly ap-
pointed project officers, and project of-
ficers with less than three years experi-
ence and no previous related training,
are required to take the appropriate
““Basic Project Officer’” course. (The
grade level for project officers attend-
ing the course should be GS-7 and
above.) All project officers are encour-
aged to take the appropriate “Writing
Statements of Work’’ course.

(2) Project officers with more than
three years experience, and project of-
ficers with less than three years experi-
ence who have successfully completed
the appropriate basic course, are quali-
fied (and encouraged) to take the “Ad-
vanced Project Officer’’ course.
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(3) Project Officers on HHS projects
for which HHS or OMB requires an Ex-
hibit 300 [under OMB Circular A-11,
part 7] must successfully complete ei-
ther HHS” *“Early Warning Project
Management System Workshop’ or an
equivalent Earned Value Management
course (see paragraph 307.170(c)).

(4) Additional information on pre-
requisites for attendance of these
courses may be found in the *“DHHS
Acquisition Training and Certification
Program Handbook.”’

(b) Technical proposal evaluators.
Technical proposal evaluators, regard-
less of experience, are required to take
the appropriate ‘‘Basic Project Officer”
course or its equivalent. Upon success-
ful completion of the basic course, it is
recommended that they take the ap-
propriate ‘‘Advanced Project Officer”
course. Peer and objective reviewers
are excluded from these requirements.

[66 FR 4226, Jan. 17, 2001, as amended at 70
FR 40, Jan. 3, 2005]

Subpart 307.3—Contractor Versus
Government Performance

307.302

(a) General Administration Manual
(GAM) Chapter 18-10, Commercial-In-
dustrial Activities of the Department
of Health and Human Services Pro-
viding Products or Services for Govern-
ment Use, assigns responsibilities for
making method-of-performance deci-
sions (contract vs. in-house perform-
ance) to various management levels
within the Department depending on
the dollar amount of capital invest-
ment or annual operating costs. It also
requires that each operating division
(OPDIV) and staff division
(STAFFDIV) designate a ‘““Commercial-
Industrial Control Officer’” (CICO) to
be responsible for ensuring compliance
with the requirements of the Chapter.

General.

307.303 Determining availability of

private commercial sources.

In accordance with the provisions of
GAM Chapter 18-10, OPDIVs and
STAFFDIVs must prepare and main-
tain a complete inventory of all indi-
vidual commercial or industrial activi-
ties. They must also conduct periodic
reviews of each activity and contract



